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26 August 1946 ‘ E

CENTRAL INTELLIGENCE GRQUP

C.I.G., ADMINISTRATIVE ORDER-

RULES GOVERNING C, I G. CORRESPONDENCE

25X1A

1. Correspondence from the Dircctor of Central Intelligence
or other authorized personnel o% the C.I.G. to th- President,
members of the Natlonal Intelli&ence Authorilty. members of the
Intelllgence Advisory Board, agd to other personnel in the
State, War, and Navy Departmﬁﬁfs will be prepared in memdrandum

form. i
/

2. Correspondence from ﬂﬂe Director or othsr au'lhorized
personnel of the C.I.G, to/personnol of the United States
Government departments and agﬁncies other than the State, War
and Navy Departments, to;Members of Congress.and to private

individuals will be prepkred in letter form.
|
3. Internal correspoﬁdence within C¢.I.G. will make use of

buckslips whenever possﬁble,‘or C.I.G. Disposition Form.

Letterhead stationery wf;l not be used for internal corres-

¥
i

pondence. !

- 4, Unless otherwise ihstructed, all correspondence prepared
by one individual for anbther's signature will be submitted

undated, and without tyﬁed signature.

5. All official cbrréspondenée reguiring the signature of
- the Director, the Deputy Director, or Executive OJflce personnel
will be prepared undated and without type a signature in an
original and five (5) copies, identifled in the lower right
corner as follows ] 2BEX1A
.a. Executive Off¢ce Registry (This copv should be - &
initielled by the ovlginating officer)
| o feal
U : R 7 Wﬁﬁﬂxfu@%mﬂﬂ’w
CRESTRIOTED gL - aed Cortecpendenee’. . 25X1A

Approved For Release 81-00728R000100050013-5
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b. Central Records (2 copies)

¢. Return to (Name of originating officer and officu)

d. 3tayback (For originating office files)
Any copies prepared for bhc information of other offices will
be in additlion to the ﬂbOVU minlmum requirements., All coples
(not the original) will include a Memorandum for Record typed
on the .back. This Memorandum for Record will indicate the
origin and backgroundlof the corrcspondence, together with a
list of the concurrences or comments obtained from other

offices within and outside G.I.G.

6. The original and the copiqs specified in 5 g, b and o
above will be submittedlthrough eppropriate channels to the
Executive Director for approval. vThe stayback copy (5 d above)
w111 be retained in the originatlng offlice. When approved and
signed, the Executlve Office w111 transmit the original for
mailing and the ventral Recordsjcopies for file to the Gentral
Registry Unit, will retain the ﬁxecutive 0ffice Registry copy,
and will return the remaining copy to the originatlng officer

with the date on which the corrcsoondencc was signed.

7' All .C.I.G. correspondence will be prepared according to

. the specimens attached hereLo In using the Disposition Form,

"FROM" and "TO" will be indicated by an "X", or by "1", "pm,

‘ 1 .
"3" etc., in case of successive addressees. The "DATE" will

be that on which the Form -’ was dispatched from cach office and
will b shown opposite that offlcc When passed on by an
office ‘the transmitting individuel will initial over the mark
in the "T0" column opposite hls office and will £ill in the

"DATE" dispatched from his offlce

8 Except ‘as modified abov“’ C.I.G. practice will follow
i

that or the Joint Chlefs of Staff Style Nanual dated 1 April

1946, 1n details of style end layout

RESTRIDTED -2 -
Approved For Release 2001/07/12 CIA RDP81 00728R00010005001 3-5
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9., This order supersedes all previous orders on this
subje‘ct, including C.1.G. Seeretariat Memorandum -
! : : FOR THE DIRECTOR OF CENTRAL INGELLIGENCE: 25X1A

, ;olonel, C.A.C.
Exeeutive for Pursonnol

and Administration

RESTRILTED -
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SAMPLES OF CORRESPONDENCIE

- MEMORANDUM FOR THE PRESTDENT
(No subject or paragraph numbors )

Xoxoxoxox OXO.XOJ{OXOKOXOKOJ\’.OXOXOXOXOXOXOXOXOXOXOXOXOXO
XOXOXOXOXOXOXOXOXOKOXOX. '

XOXOXOXOXOXOXOXOXOXOXOXOXOJ{O .

D T T U

MEMORANDUM FOR THE SECRETARY OF STATE
= SECRETARY OF WAR
SECRETARY OF THE NAVY
PERSONAL REPRESENTATIVE OF THE PRESIDENT
ON N:I.A.
N

"Subject: In Initial Caps
.XOXOXOXOXOXOXOXOXOJ{OXOXOXOXOXOXOKOXOXOXOXOXO}:OXOXOXO ‘
OXOXOXOXOXOXOXOXOXOXOX. i -

XOJZOXOXOXOXOXOXOXOXOXOXOXbXOXOXO .

MEMORANDUM FOR STATINTL

Sub ject: In Initial Caps
Refercnces: a. N,I.A. oo
b. N.I.A; Dircetive No. oo
c. Memorandum for the Secretary of War from
~ the Director of Central Intelligence,
subject "C.I.G. Personncl", dated oo °
March 1946,
Enclosures: a. Lettér from the Secretary of War, dated
00 April 1946, '
b. C.I/G. Directive No. co (Gopy No. 00).
C. Draft Memorandum for the N,I.A. from the

Dirgctor of Centrel Intelligence, samc

subjject.

1. .XOXOXOXOXOXOXOXO:XOXO-XOXOXOXOXOXOXOJ‘COXOJ{OXOXOXOXOX
OXOXOXOXOKOXO’XOKOXOXOXOXO“XO . . .
i

2. KOXOXOXOXOXOXOXOXOXO;’XOXOXO}COXOJ{OXOXOXOKOXO}COXOXOXOX

B

0XOXOXOXOXOXOXOXOXO}COXOXQXO .
- /

~ Approved For Release 2001/07/12 : CIA-RDP81-007,2$R00’0_100050013-‘5‘ - L SRR
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SAMPLES OF CORRESPONDENCE

The Honorable

J. A, Krug ‘
Seeretary of the Interior
Washington, D, ©.

Mr dear Mr. Secretary:

XOXOXOXOXOXOXOXOXOXOKdXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOKO
XOXOXOXOXOX0OXOXOX0OX0X0XO0XO.

X0OX0X0OX0X0X0X0XOX0X0X0"

Slnceroly,

The Honorable
William W. Williams
United States Senate
Washington, D. €,

Dear Senator Williams:

xOxoxoxoxoxoxoxoxoxoxoxéxoxoxoxoxoxoxoxoxoxoxoxoxoxoxo
OXOXOX0OXOXOXOXOXOXOXOXOXOXO0OX., i
i
Xoxoxoxoxoxoxoxoxoxaxo¢

- Sincerely,

Mr. William W. Williams
76 York Strect
Richmond, Virginia

Dear Mr. Williams:

XOXOXOXOXOXOXOXOKbXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXOXO'
'XOXOXOXOXOXOXOXOXOXOXOXOXOXOX}
§

Sincersly,

Approved For Release 2001/07/12 : C»IA-RDP%1-00728R0001000,50_01 3-5 AL
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(Sender will circle classification Top and Bottom)

.
)

CENTRAL INTELLIGENCE GROUP —\”J&
INTER-OFFICE ROUTING SLIP

(Revised 10 Sept 1946) . ﬁ A \ L ©
s S A

FROM TO | INITTALS | DATE

DIRECTOR OF CENTRAL INTELLIGENCE

EXECUTIVE TO THE DIRECTOR B wwg“'

SECRETARY TO THE DIRFGTOR

L~ EXECUTIVE OFFICE: ASST. EXECUTIVE DIRECTOR SE Vark a4
ADVISORY COUNCIL

EXECUTIVE FOR PERSONNEL & ADMINISTRATION

A

CENTRAL RECORDS

-

SECRETARY, NIA

?

CHIEF, INTERDEPARTMENT

STATINTL

ASST. DIRECTOR, SPECJ(AL' 0

ASST. DIRECT¢R

ASST, DIRECTCEJ cowﬂé)l%N &

CHIEF, S@@ITY BRANCH

() apprOVAL ___ INFORMATION ___ DIRECT REPLY
_@® acrIoN —__RETURN —__ COMMENT

—__ RECOMMENDATION —PREPARATION OF REPLY ___ FILE

—__ SIGNATURE —_ CONGURRENCE —___DISPATCH

; REMARKS: Rccammendl delcfron par 7, o ifcsfom
‘ et rarcrnjg‘/cuq‘ of Asit  Derectfors.
Recommend addFon of P, 2.

af‘\.trﬁ-ugg Q:i{, 7(-‘1/ ﬂ@(ﬂ(s{r%z
TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFIED

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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DATE CENTRAL INSELLIGENCE GROUP 25X1A
C.I.G. ADMINISTRATIVE ORDE.gUFPLEMENT NO. 2 5 ¥
25X1A

COORDINATION. PROCEDURE - “

Reference: C.1.G. Administrative Order -"Authority to
Sign Official Papers and Correspondence", dated ‘
17 Sept 19546, 25X1A
1. C.I.G. Administrative Order -upplement No. 1, "Coordination
Procedure" dated 10 Oct 1946, is hereby rescinded. |
2. On all covrespondence or papers prepared within CIG the procedure
set forth below will be followed.
3. It suall be the responsibility of the person charged with the
preparation of a paper to insure that Proper coordination between offices
and staff sections of CIG is effected. A paper may be shown to interested
offices and staff sections for preliminary coordination and concurrence
while it is in a state of preparation. However, the final draft of the pape.r
must receive formal concurrence or nonconcurrence from the interested offices
or staff sections, Concurrences will be obtained by hand processing of
papers and not by the use of buckslips or similar means of routine transmission,
: L. A statement of concurrence or nonconcurrence By interested offices
and staff sections of CIG will appear on the Central Records copy of all
papers which require coordinatinn before they arc submitted to the Executive
Office for approval in accordance with the provisions of paragraph 2,
CiI.G. Administrative Order -"Authority to Sign Official Papers and

Correspondence" dated 15 September 1946, Concurrence will be indicated as

25X1A

] follows:
| 2. Originating office will type the i‘ollowing on the Central
Records cop&: ‘
Statemgnt of Concurrencss:

(Ooffice)

(Concur or not concur) (Signature)

(Office)

(Concur or not concur) T{Signature)
b. Each office indicated will make stateméht "I concur" or "I

do not concur", and verify this fact by the 51gnature of the

oi‘i‘icial of t.he office indicating the concurrence or

noncencurrence. Offices ind:.cating nonconcurrence will

indicate on an attached memorandum a brief summary of

Approved Forr'?aaeslggsg'% /62}' {2 CIA-RDP81 -00728R000100050013-5
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»

5. Where no coordination is deemed necessary a statement, "No
coordination necessary" followed by the signature in full of the person
charged with the preparation of the paper, will appear on the Central
Records copy of all papers submitied to the Executive Office for approval,

6. A rubber stamp or similar method oi“ reproduction will not be
used .o indicate the statements relative to coordination ## required by
paragraphs 4 and 5 above.

Mmmmm?ﬁﬁamummr '
wwﬂm&nﬁﬁm&swm*m'&mﬂmmmmm or
mmoncmames@or‘thﬁnﬁogethWhmd:gnaﬂburemf-«bhm

=S UBYd i na b B P LT

?, The procedure outlined in paragraphs L and 5 above will bhe
followed in case of -'"c;;;{;‘;gpondence signed by Assistant Directors »
Secretary NIA, Chief ICAPS ,glvgcecutive for Personnel and Administration ) 25X1A
## pursuant to the provisions of paragraphs 3 by, ¢, and 4, C'.I.G.
Administrative Order-"Authority to Sign Official Papers and
Correspondence”, dmted 17 September 19L6. (NOTE: The provisions of
this paragraph may be suspended in the casé of the Office of Special | 25X1A

Operations where for security ####l# reasons coordination is not

feasible or praéticable.)'

(Secretary to Director) I done

(Executive for P& A) I Cone
g'. Assistant Directors » Chief of ICAPS, and Executive for P&A from whom \
concurrences are requested will be held Sy responsible that such con-

‘eurrence or nonconcurrence is promptly given, T‘Wﬂe&m




i
e
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TOP SECREL SECRET CONFIL...TIAL -RESTRICTED UNCLASE. . IED
(Sender will circle classification Top and Bottom)

v

CENTRAL INTELLIGENCE GROUP

PERSONNEL AND ADMINISTRATIVE BRANCH
INTER-OFFICE ROUTING SLIP

FROM ' T0 | INITIALS | DATE

EXECUTIVE FOR PERSONNEL. AND ADMINISTRATION

X DEPUTY EXECUTLVE FOR PERSONNEL & ADMINISTRATION

CHIEF, PERSONNEL DIVISION

CHIEF, FINANCE DIVISION

CHIEF, SERVICES DIVISION -

CHIEF, SECURITY DIVISION

CHIEF, PROJECTS SUPPORT DIVISION

CHIEF, COMMUNICATIONS CIVISION

CENTRAL REGORDS X
__ APFROVAL ___ TNFORMATION __ DIRECT REPLY
___ ACTION ___ BETURN __ COMMENT
__ RECGMMENDATION PREPARATION OF REPLY  __X__ FILE
_ SIGNATURE ___ GONCURRENCE ‘ DISPATCH
© REMARKS: |

TOP SECRET =~ SFEGRET CONFIDENTIAL RESTRICTED UNCLASSIFIET)
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R .
. Ogtbober 19406

CEUTRAL THIPRLLI SEHCE GRGUP

Sud o Ge AUSTITS TRATIVE (,‘);.‘Dl,.‘j;«-@v

COCTUATT L PuOaTy 25X1A

0u3ede Admindstrativo O‘Jv-(_lur- daked 20 must 104€, Sub Joot
"

. . - - 9 Iz ¥ 1 1 .
iules fovornine C.1.04. Sorrospondence’, in herehy saprlenembad o

AT 0. L

follows:

le On oll ontenine corrvepondenco or other parers roquirine coordinntion

batwgen C.1.G, Uil'ficor or Branches, the followins rrocedure will Lo [ollowed..

2+ lubber stamps, as per corple attoached, will Lo available within a

few days, ond this stwap rust be nlaced on all correspondenco or other napers

requiring coordination, on the "Staybaelk" cony . of’ correspundence or copies of other
‘.

deounonts or papers which are héld in Lhe orisinating office.

Je The author of any corraspondence or document will be responsible

for debermining the coordination whic
dﬂ/ 4,
sible u;x_a..‘..ta.\.a»_—rv—;; sveh coord! nnLLc,n

'l;o receive and, alss, will be rogron-

g-ux
3
Q
Ps

n‘rwn'" tha document by hend., It is

desired that co ordinatien not be handled b the use of bucks lip

« In overy instance in which coreecnpondence_or other pane

U"l"
Terred +to the Uffice of the Liroctor for ackis ~'\ E mrﬂ mist o mcar an 1“1(11681{' on Odi

A ool "L L 9t
a5 to the coordination which the paver has 1‘6001\K’d to*ofhc, with initials ﬁ“"“”‘[

4 rs arc re-

Qpaq ey o
which are required, by the use. of the stamnp rmntlonod above. ¥ /)'
f {/
i 5. 1t is sugpested that a similar procedurc be mut into nractice on
1

correspondence to be coordinated within Offices, Divisions and Branches of CIG,

i FOR THE DIRECTOR OF CENTRAL INTHLLIGENCE:

25X1A

olonel,
Executive for Persommel and Adninistretion

- Attachment

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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RESTRIGTED - flesci. deof

26 August 1946

CENTRAL INTELLIGENGI GROUP

' 25X1A
C.I.G. ADMINISTRATIVE ORDER-

RULES GOVERNING C.I.G. CORRESPONDENCE

1. Gorrespondence from the Director of Central Intelligence
or other authorizsd personnsl of the ¢.I.G. to tho President,
members. of the Natilonal Intelligence Authorlty. membors of the
Intelligenc: Advisory Board, and to other personnel in the
State, War, and Novy Departments will be prepared in memorandum

form.

v2. Correspond:snce from the Director or other suthorized
personnel of the C.I.G, to personnel of the United States
Government departments and sgencies other than the State, War
and Navy Departmenté, to Members of Congress and to private

individuals ‘will be prepared in letter form.

3. Internal correspondence within C.I.G. will make use of

buckslips whenever possible, or ¢.I.G. Disposition Form.

~Letterhead stationery will not be used for intsrnal corres-

pondence.

L, Unless otherwise instructed, all'correspondence prepared
by one individual for another's signature will be‘submitted

undated, and without typed signature.

5. All officlal correspondence requiring the signature of
the Dlrector, the Deputy Director, or Executive Office personnel
will bevpreparsd undated and withoﬁt typed signature in an
original and five (5) copies, identified in the lower right
corner as follows: .

S & Exécutive Office Registry (This copy should be
initialled by the originating officer)

/]

Approved For Release 2001/07/12 : C_IA-RDP81-00728R0001‘00050013-5~
RESTRICTED - : =1 -
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b. Central Records (2 copies)

¢. Return to (Name of originating officer and office)
d. Stayback (For orilginating office files)

Any coples prepared for the information of other offlces will
be 1n addition to the above minimum requirements., All coples
(not the original) will include & Memorandum for Record typed

on the back. This Memorahdum for Record will indicate the

orlgin and background of the correspondence, together with a

list of the concurrences or comments obtalned from other

offices within and outside C.I.G.

6. The original and the copics specified in 5 a, b and ]
above will be submitted through appropriate channels to the
Executive Director for approval. The stayback copy (5 d above)
will be retained in the originating office. When approved and
slgned, the Executiéc Offlce will transmit the original for
mailing and the Central Records coples for file to the Gentral
Registr& Unit, will retaln the Executive Office Registry copy,
and will return the remaining copy to the originating officer

with the date on which the correspondence was signed.

7.‘All c.I.G. éorrespondence will be prcpared according to
the specimens attached Hereto. In using the Disposition Form,
"FROM" and "TO" will be indicated by an "X", or by "i", "e",
"3" etc., in case of successive addressees. The "DATE" will
be thaf on which the Form was dispatched gggg each office and
will Be shown opposite that office. When paséed on by an
office, the transmitting individual will initial over the mark

in the "TO" column opposite his office and will f£ill in the

"DATE" dispatched from his office.

8. Except as modified above, G.I.G. practice will fqllow‘
that of the Joint Chiefs of Staff Style Manual, dated 1 April
1946, in detalls of style and layout.

/ r Reléase 2001/07/12 : CIA-RDP81;00728R000100050013-5
REARRIISHES 107112 ; GIA-RRPE1-00728R0 5.
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9. Thls order supersedss all previous orders on this 25X1A

subject, including C.I.&. Sceretariat Momoranduxn-

FOR THE DIRECTOR OF CENTRAL INGELLIGENCE:
25X1A

;olonel, C.A.C.,
Exoeutlve for Personncl
and Administration

Approved For Release 2001/07/12 ; CIA-RDP81-00728R000100050013-5
-RESTRICTED S -3 .
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y SAMPLES OF CORRESPONDENCE:

MEMORANDUM FOR THE PRESIDLNT
(No subject or paragraph numbers)

. Xoxoxoxox oxoxoxoxdxoxoxoxoxoxoxoxoxoxoxoxoxoxox O0X0XO0
XOXOXO0X0OX0XOXOX0OX0X0X0X . :

XOX0X0OX0OX0X0X0X0X0OX0OX0X0X0XO0.

MEMORANDUM FOR THE SECRETARY OF STATE
SECRETARY OF WAR
SECRETARY OF' THE NAVY
PERSONAL REPRESENTATIVE OF THE PRESIDENT
ON N.I.A.

Subject: In Initial Caps
Xoxoxoxoxoxoxoxoxoxoxoxoxoxoxoonoxoxoxoxoxonox XOXO0
OXOX0XO0X0OX0XOXOX0OX0XOX.

XOX0X0XOXOXOXOX0X0X0OXOX0X0XOX0XO .

STATINTL
MEMORANDUM FOR

Sub ject: In Initial Caps
Refercences: g,vN.I.A. 00 !
: b. N,I.A. Directive No. oo
C. Memorandum for the Secretary of War from

the Director of Central Intelligence,
subject "C.I.G. Personnyl" dated oo
March 1946,
Enclosures: Letter from the Secrcbary of War, dated
00 April 1946,
« C.I.G. Directive No. oo (Copy No. o00).
. Draft Memorandum for the N.I.A, from the
Director of Uentral Intelligence, Samb
subject.,

|5

el

1. XOX0X0X0OX0X0X0X0 XOXOXOJ\OXOXOXOXO XO}.OXOXOXO‘{OLOXOX
OXOAO};O}&OAOXOXO.:{O"OXOKOXOXO

2. KOXOXOLOD\OXOXOXOXOXOXOXOXOJ\OXOJCOXOJ\O.XOJ'OJ\OXO XOX0OX0ox
OXOXOXOX0X0X0XOX0X0X0X0X0X0,

* Approved For Release 2001/07/12 : CIA-BI:LP81-00728R000100050013-5
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SAMPLES 0OF CORRESPONDENCE

The Honorable

J. A, Krug

Seeretary of the Interilor
Washington, D, C.

Mr dear Mr. Secretary:

XOXOX0OX0OX0XO0X0X0X0OXOXOXOXOXOXOX0X0X0X0X0X0OX0OX0X0X0X0X0O
XOXOXOXOXOXOXOX0X0X0X0X0XO0,

X0X0X0X0OX0X0X0XOX0X0X0',

Sincerely,

The Honorablc

Willlam W. Williams
United States Scnate
Washington, D. O©.

Dear Senator Williams:

XOX0OX0OX0X0XOX0OX0X0X0X0X0OX0OXO0OX0KXO0OX0XOX0OX0OXOX0OX0XOXOXOX0
OXOXOXOX0OX0OXKOXOX0OX0OXOX0X0X0X.

X0oX0X0X0X0X0XOXO0X0OX0XO .

- 3incercly,

Mr. William W. Williams
76 York Strect
Richmond, Virginia
Dear Mr. Willlams:

XOXOXO.XOXOXOXCXOXOXOXOKOXOXOXOXOKOXOXOXOXOXOXOXOXOXOJ{O !
XOXOXO0X0X0X0XO0X0OXO0X0X0X0X0X0X .

“Sincersly, ‘ ‘ |

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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CLUTRAL THTLLLIGLICE GROUP | 25X1A

Cul.Go ADCTUTSTRATIVE CIDIR - SUDPLLLLIT N0, 1

COO.DIIATI O DOCTDU.LD

7 | 25X1A

CeloGa Adninistrotive Ordor dated 26 Aupuat 1046, Subjoot:
8 ’ :

"hules Gevorning C.1.G. Corrcspnndcnqéﬁ, is horcby sumnlenented as follows:

1. On ull cutpoine corrcsémndoncc or other napers requiring ceoordine
atien betwoon C.I.G, Offices or BrunEhns, the fellewing nrocodure will be
followed,

2. lubber starms, as per smnls attached, will bo wvailuble witﬁin
a fow deys, and this stwwn rust be rlacod’mn all eorrcsnendence or otheor nancrs
roquiring ccordination, on the "Staybock!" c@py of corrospondence cor copics of
othor docurunts or papers which are hold infthc eripineting office.

3. The cuthor of any corrospondq;co or decurent will be resnonsible
for determining thg ceerdination which it’is to receive and, also, will be
rcsronsible thet such coordinatisn is hbtéinud by carrying the document by hand,
It is desired thut ccordin&éiun net be hﬁndlcd o7 the uee ¢f buckslins,

4. In cvery instance in whiqg corresnondenee orf other Popers ore ro-
ferred -te the Office of the Dircetor fér action or signature, thore must appcaf

I an incication as to the ccordination é1ich the pupor has reevived on the
"Stayback™ copy snd the Exocutivc'Offiﬁc Repistry Copy, toguther with the
initials which are roquired, by the use of the stomp nentioncd abovg.

s It is sugmosted that a‘similaf nrocodurc be put inte nractico on

cerrosnondenco te be coordinated within Officos, Divisions and Brenchos of CIG.

FOX TUE DIRLCTOR OF CLUTRAL INTLLLIGENCE: .

1
£

J

cloncl,
Exceutivo for Porsonnel and Administration

Attachment

C/f?vco't’ ¢

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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10 Qc tober 1046

25X1A
CLHTRAL TMTLLLIGLICE GROUP
¢.1.0. sprizstaaryy oron [ sereLn s o, o
COO.DIJIATION P.10CTDU.M 25X1A

ColoGe Adninistrative Order -du'toc’. 206 Aupust 1046, Subject:

"wles Governing C.I.G. Corrosprndence”, is horehy sunnlenented as follows:

.
1o On all cutgoine correspendence or other paners requiring coordine

ction betweon C.I.G, Offices or Brunches, the follewing nrocodure will be

followed,

2. ubbor stwms, os per sminle ot ached, will be wvailible within
& fow doys, and this stamp mast be rlaced on all corrcspendence or other noners
roquiring coordination, on the "Staybeel" cemy of correspondence cr copios of
other docum.ntg or papers which aro held in the oripinuting office.

5. The cuthor of any cerrcspendenco or Gocunent will be rcsnonsiblo

s

for deternining the ccordination which it is to rceeive and, ais;), wrill be
resnonsiblo thet such eoordination is ebtoincd by coarrying the document by hand.
It is desired thut ceordinction net be handled b the wse of buckslins,

4¢¢ In cvery instance in which corresnendence or other POPCrs Ore ro-
ferred te the Office of the Dircetor fer action or signature, there must concar
on indication as to the eoordination which the paper hes reccived on the
"Stuybrek™ copy and the Excoutive Officc Aogplstry' Copy, together with the -
.initials which are roquirod, by the use of the stanp rontioned above,

S. It is suggosted that o similar nrocodurc be put inte practice on

corresnmondence to be coordinated within Officos, Divisions and Brenches of CIG.

FOR TH‘E DIRECTOR OF CENTRAL INTELLIGENCE:

Colencl, CAC ‘ :
Exccutive for forsonnel and Administration ;‘

Attachment

Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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ILLEGIB

: CINTRAL II'TVLLIGH'CE GROUP
25X1A 4

C.I.C. ADMINISTRATIVE o;anm_ SUPPLIMITY

COORDINATION PROCEDURE o 25X1A

Reference: C.I.C. Administrative Order "Authority
to Sign Official Papers and rondence," .*

51 61 C‘p i |

datad 17 ptambcr 1946, 25X1A

l. C.I.G. Ad'mihistrative 'Ordc-.r- Supplement No. 1,
"Coordination Proccdurs, " daﬁed iQ October 1946, is hercby
mesolnded, '"
"‘2. On all corrcspondence or pépers'prepared with CIG the
procsdure sct forth below will be foliowod
3. It shall bc the rcspons 1b111tv of the person charged
Aith the preparation of a8 paper to 1nuurc that propcr 000rdlnatlon
botwecn officcs and staff scetions of CIG is cff;cted. A paper
may be shown to intercstcd offices and. staff écctions for pre-
liminary coordinetiﬁn and concurrcncc whilc it is in a statc of
breparation. Howcver, the final draft of the papcr must rcocive
formal concurrﬁncc or nonconcurrcnceyfrom the interested offices‘
or staff scctions., Concurrcnces Wlll be obtained by hangd pro-
cessing of papers and not by the usé of buckslips or gimilar
meams of routlnu transmission. f
4. A statcment of concurrcnge Or nonconcurrcnce by inter-
ested officcs and gstaff scctlonSfof CIG Wlll appcar on the
Central Rccords copy of all papcrs which rcquirc coordination
acforc they are submlttcd to thc Executive Office for approval
in accordance with the prov151oﬁs of paragraph 2, C.I.G. Admln;

istrative Ordcr-"Authorlty to Sign Orficial Papers and 25X1A

Corrcspondcncc, ™ dated 15 Scptcmbcr 1946. Concurrencc will be

indicated as follows:
‘ o _
a. Originating officejwill type the following

o
on thc Central Rccprds copy:

. . i
Statement of Céoncurren,ccs:
~ (Office) £ Y
; : (Concur or not concur) (Signature)

| N .0 (Ofrice) : ' e =
R : f -+~ [Concur or not concur) (Signature]

] . " Approved For Release 2001/07/12 : CI_A-RDPS1r00728R00010’005001‘3‘-5,_
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b. Tuch officc indica;dé will makc the state-
ment FI concur”.gg "I do not concur," and
vorily this facf by the signaturc’of the
official of thé office indicating the con-
currcncc or nonconeurrencce. Offices in-
dicating noncnnéu::cncc will indicate on
an attached momorah@um a brief summary of
rcason thcrefor. n A
5. " ¥Where no coordination is degmed nsccsséry a statcmcnt;
"T"o coordination necessary,” followcdgby the signature in full
of th¢ person charged with the prcparétion of the paper, will
appear on thc Cctntral Rccords copy of;all pPepers submitted to
the Ixcecutive foice for epproval.
6. A rubber stamp or similar mqfhod of rcproduction will

not bc used to indicatc the statcmenks reletive to coordination

‘rcquired by paragraphs 4 and 5 above.

!
7. The procedurs outlined in paragraphs 4 and 5 abovec will

be followed in.case of outgoing co?rcspondence signed by
Assistant Dircctors, Sccretary, NIA, Chicf, ICAPS, and the Fxe-
cutive for Personncl and Administﬁation, pursuant to the pro-

visions of paragraph 3 b, ¢, qndlg, C.I.G. Administrative Ordcr

3’25X1A‘ -"Authority to Sign Officiaj. Papcrs and Correspondecnce, ©

dated 17 September 1946. (NOTE: The provisions of this pera-

graph may be'suspcndcd in the case of the Office of Spcciél

Opcrations where for sccurity rcasons coordinstion is not

feasiblc or practicable.)
8. Assistant Directors, Chicf of ICAPS, and the Fxceutive

for Personncl & Administration, from whom concurrences arc rc-

quested, will bc hcld responsible that such concurrcnce or non-

currcnce is promptly eiven.

FOR THE DIRKCTOR OF CENTRAL INTILLIGTIMCE:

; t ) .
" Executive for ‘Personnel
andedministration

'
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CITTRAL INTTLLIGETCE GROUP

C.I.G. ADMINISTRATIVE ORDE_ SUPPLITMENT NO. 2 25X1A

COORDINATION PROCTDURT 25X1A

Refcrence: 0.I.G. Administrative Order _“'Authority
. to Sign Ofticial Papers and Corrcspondence,”
datzd 17 Sextaember 1946, '

25X1A
1. C.I.G. adninistretive Orc’icr- Supplement No. 1,
"Coordination Proccdure,ﬁ dated 10 October 1946, is hereby
rescinded.
2. On all corrcspondence or papers prcpared with CIG the
prooedure set forth below will be followed. ‘
3. It shall be thc‘responsibility of the person‘chargéd
with the preperation of a paper to insure thet propcr coordination
botween officcs and staff sccetions of CIG is cffeceted. A paper
may be shown to intercstcd offices and staff scctions for pre-
liminary coo:dination and concurrcncc Whilc it is in & statc of
bpreparation. Howcver, the final draft of the papcer must rcecive
- formal concurrcncc or nonconcurrcnce from the interested officcs.
or staff scctions.' Concurrcnces will be obtained by hand pro-
ccssing of pepers and not by the usc of buckslips or similar
meams of routine transmission.

4 A statcment of concurrcnce or nonconcurrcnce by inter-

% e

" ested officcs and staff sections of CIG will appear on the

Ccntral Records copy of all papcrs which rpquiro coordination
before they are submittcd to the Fxecutive Office for approval
in accordancc with the provisions of paregrarh 2, C.I.G. Admin-
istrafivc Ordcr - "Authority to Sign Orficial Paperé and 25X1A
Corrcspondcnce,’ dated 15 Septcmber 1946. Concurrencc will be
indicated a= follows-
8. Originating office will typo the follow1ng
on the Central Rccords copy-“
Statement of Concurrences:

(office)

(Concur or not con@ur) (Signaturc)

‘ ,
(office) ~ o ’ '
. (Concur or not concur) (signature)

- Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050013-5
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b. Tuch offiecc indloatcd will muke the stote-
ment YT concur" or "I do not coneur," and
vority this facet by the sipgnaturc of the
official of the office indicating the con-
currcies or nonconasurrcnece, O0f7ficcs in-
diwrting noneniieusrenec will indicatc on
an attached mcmorahdum a brief summary of
rcason therefor.

5. Where no coordinstion is dcemecd neccssary a statement,
Mo zoordination ncceséary," followed by the signaturc in full
of the person charged with the preperation of the papcr, will
appcar on thc Contral Rccofds copy of all pepecrs submitted to
the Txccutive Office for epproval.

6. A rubﬁcr stomp or similar mcthod of reproduction will
not bc uscd to indicatc the statcmcnfs rcletive to coordination
rcqguired by paragraphs 4 and 5 above.

7. The procedure outlined in  paragraphs 4 end 5 above will
bec followed in case of outgoing corrcspondence signed by
Assistant Dircctors, Secretary, NIA, Chicr, ICAPS, end the Fxe-
cutive for Personncl snd Administration, pursuent to the pro-
visions of parasgraph 3 b, ¢, end d, C.I.G, Administrative Ordecr

-'“uthorn ty to Sign Official Pspérs and Correspondecnce,
dated 17 Scptember 1946, (MOTE: The provisions of this para-
-graph may be suspcndcd in the case of the Office of Sp001al
Opcration where for scecurity res sons coordlnatlon is not
feasiblc or precticablc. ) : .

8. Assistant Directors, Chicf of ICAPSQFund the Fxeccutive
for Pcrsonncl & Admlnﬂstratlon from whom concurrences arc rc-
qucsted, will bc held responsible that such concurrcnce or non-
currcnce is promptly given.

FOR TEEF DIRFCTOR OF CENTRAL INTTLLIGFICE:

: otonel, AGD
Executive for Personnel
and Administration -

"Approved For Rélease 2001/07/12: CIA-RDP81-00728R00010005001 3-5
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SCUTRAL TUTLLLI GLICE GROUP
) 25X1A
¢.1.0. ADUTUISTRATIVE CnDER -SUI'PLL}LILHT 10, 1
' CO0.DIJATI O P0CDDU.T
25X1A

C.I.Gs Administrative Ordo-lo.'toc‘. 26 Aupuat 1046, Subjoct:

"ules Govorning C.I.G. Corresneadence", is horcby sunnlenontod as follows:

1. On oll outpoing correcspondence or othor napers requiring coordin-
ation between C.I.G. Offices or Brunches, the follewing nrocodure will be
followed,

2. lh\bbor‘m‘ca:‘ms, ng por sonle abtached, will bo wvailible within
o fow deys, wnd this stwp ruct be rlaced on all corrcsnondenco or othor nanere
roquiring ccordination, on the "Staybacl" copy of correspondence or curios of
other docurents or pc‘poi‘s/\-ﬂlicll aro held in the eripinueting officce.

5. The suthor of onyr corrcspendence or deocwuwnt will be resnonsible
for determining the ccordination which it is to rceceive and, wlso, will be
resnengiblo thet such coordinaticn 1s cbtained by corrying 'bhc’dacumont bsr hand.
It is desired thut coordincticn net be handled by the usc of buckslips.

. 4+ In cvery instance in whieh corresnendence or other popers ore ro-
ferred to the Office of the Dircetor fer cetion or signature, thore must copear
an indication as to the ccordindtisn vhich-the puper hes roccived on the

"Stuyback® copy wnd the Exceutive Office ugistry Copy, tojother with tho

I8 initinls which are roquired, by thc use of the stonp nentioned above.
¥ £, It is suggusted that o similer procodurc be put inte practice on

corrcsnondenco to be coordinated within 0ffices, Divisions and Brenches of CIG.

FOR THE DIRLCTOR OF CEUTRAL INTEDLLIGENCE:

.

EFFECTIVE 30 JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL RERAIN IN FORCE UNTIL

- RESCILEDED PER ©IA GENERALCANCELLED OR SURERSE »
" ORDER dated 26 SEPTEKERER 194777; ' SBXTA
. ————_ o
| o volencl, :
Excoutive for Porsonnel and Administration Y.

e S
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CINIRAL IITFRLLICHICIE GROUP

0.L.¢. snmyTSTRATIVE ORDTR [ swerinmr vo. 2

COORDINATTION PROCHDURE

Referenee: C.ILG., Administrative Order "Authority
to Sign Official Papers and ondence,"
datad 17 Sextember 1.946.

1. C.I.G. Administrative Order- Supplement No. 1,

"Coordination Proccdure," dated 10 October 1946, is hercby

rescinded, .
2. On all corrcspondcnce or bapers prepered with cIG the

proccdure set forth below will be followed. .

3. It shall be the responsibility of the person charged

with the precparation of a paper to insure that proper coordination

‘betweon officcs and staff scetions of CIG is cffected. A paper
mey be.shown to intercstcd offices and staff scetions for pfe-

liminery coordinetion and concurrcncc while it is in & statc of

breparation. ‘Howcver, the final draft of the Papcr must rcccive

formal concurrcnce or nhonconcurrcnce from the interssted offices

T staff scctions. Concurrcnces will be obtained by hand pro-
cessing of papers and not by the usc of buckslips or simiiar
meams of routine transmission.

4. A statcment of concurrcnce or nonconcurrcnce by inter-
e¢sted officcs and staff secctions of CIG will appear on the
Ccntral Records copy of all papcrs which rcquirc. coordination
bcforc they arc submitted to the Fxccutlvc Office for approval
in accordance with the prov1s1ons of paragraph 2, C.I. G Admin-
istrative Ordcr- "Authority to Sign Orficial Papcrs and

\'Corrcspondcncc," dated i5 Scptcmbcf 1946. " Concurrencc will be
‘indicated a3 follows:
. - 'Originating OfflCC will typc the following
on thc Ccntral Rccords copy:
Statcment of Concurrences:

(Office)

(Concur or not concur) (Signature)

A
 (Office) ‘ :
- (Concur or not concur) (Signature)

Approved For Release 2001/07/12 : CIA-RDP81700728R000109050013-5
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b, Tuch officc indicatcd will moke the stato-
| ‘ | ‘ment "I concur" or "I do not conecur," and
’ | | vorily this fact by the signaturc of the
officlal of the officc indicating the con-
currcncc or nonconcurrence, Offices in-
divnting nonconcurrenee will indicate on
f an‘attached momorandum a brief summary of
| ' rcason therefor.
5. Where no‘coordination is deemed necessary a statement,
r | "T'o coordination nccessary,” followed by the signaturc in full
‘ of the Pcrson cherged with the preparation of the papcr, will
L appear on the Contral heecords copy of all pespors submitted to
the Fxcecutive Office for approval.
6. A rubbcer stamp or similar mathod of rcproduction will
. not bc uscd to indicatc the statcments role tive to coordlnatlon
rcquired by paragraphs 4 and 5 above.
7. The procedure outlined in parupraphs 4 and 5 abovc will
be followcd in case of outgoing corrcspondence signed by
Assistant Directors, Scerectary, NIA4, Chicf, ICAPS, &nd the Fxe--
cutive for Personncl snd Administration, pursuant to the Pro-
‘ visions of paragraph 3 b, g, end d, C.I.G, Administrative Ordcr
1 25X1A - "Afuthority to 8ign Official Papcrs and Correspondence,
L dated 17 Scptember 1946. (NOTTE: The provisions of this para-
graph may be suspcndcd in the case of the Office of Spceial
Opuratlons where for sceurity reasons coordlnatlon is not
feasible or practicable,) \
‘ 8. Ass1stant Directors, Chicf of ICAPS, andithe Fxceutive
?‘ ~ for Porsonnel & Admlnwstratﬂon from whom concurrenccs are ro-
qucsted, will bc hecld rcspon31olc tlat such concurrcnce. or non-

currcnce is pfomptly given.

FOR THF DIRFCTOR OF CENTRAL INTFLLIGTNCE:

ONG
Executive for Personnel
and Administration
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